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vhief, Classification « sage Sivision, Fersounel 5 November 1952 
juste $ Assistant Director for Jperations 

wiief, Foreign Doounents Division 

teclassification of Positions 


25x1 werk 2 ota [J 


ah) 


l. It is requested that the [_] 55-3 Clerk Typist positions 25X1A 
in the Composition and Layout Section, Reports Branch, Pol be 
reclassified to 33-1; Clerks (Typing and Proofreading). It is 
25X1A further requested that the [|G5-) Editorial Clerk (Proofreading) 
positions in the same section be retitled also to read Clerks 
(Typing and Proofreading). 


2. The above request is made for the following reasons: 


a. To raise the level of these typists due to the natute 
of their particular cuties, The typing in these vositions 
requires more highly qualified typists, usin. clectromatic 
typewriters, where the typing is more exacting than the typing 
done by the 3$-3 Clerk Typists in the other branches of P10, 


b. These typists work on the final *ob product, typing 
onto paper plates (fuplimat), stencils, ete, the finished 
report of the Division as it is finally disseminated to con- 
sumer offices of CIA and the TAC agencies, 


3. The requested reclassification would also nave the follow- 
ing advantages to the operation of this Division: 


a. It would help in the recruitment for these positions 
since, according to the Clerical Placement Branch, 96-3 vlerk 
Typiste are becoming more scarce because of private industry 


competitions 


be It would provide an opportunity for advancement for 
those typists coming in as GS=3s who become quickly <issatis- 
fled when they find that there is no immediate possibility 
for advancesente 


@. It woull eclininate tue costly overtime now being 


performed by the typists now on Juty since dss would be 
easler to reoruit, 


vv 
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ad. aking the duties interchaacable would provide for 
rotation in duties to alleviate to som exteut the discoatent 
arising frou the monotony wf constant typing. 


o- It would provide an incentive for those GS-3 typists 
in the other branches of FDD to increase their typing and 
accuracy so that toey might transfer to this more exacting 
work and increase their chances for advancement. 


4. Attached is the suggested jub description for establishing 
these interchangeable dvties, 


Enel: 


Suggested Job Description for 
Clerk (Typing & Proofreading) 
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ee 


UNITED STATES CIVIL SERVICE COMMISSION 


POSITION DESCRIPTION 


8. CLASSIFICATION ACTION 


SEGHET 


a we phe : 


8. Reason for submission: 5. ©. 8. ©, cortification No. 


(a) If this position replaces another (i. e., a change of duties 
in an existing position), identify suc ch position by title, 
allocation Sapacds series, grade), and position number 


as 


6. Date of certification 


{b) Other (specify) 7. Date received from C, 8, C. 


ALLOCATION BY 


CLASS 
CLASS TITLE OF POSITION 


INITIALS DATE 


: a F First subdivision 
SH a ART ry og BO 
b. Second subdivision 
carer oe ores Se SNe Tee 


Service Series Grade 
a. Civil Service Commission 
bh. Department, agency, or |e ii ; ~ 
establishment pt Eatin s e es i S 
eae & a, pag 7 dr’, nix Beka es, Arg} aw 
ce. Bureau 
‘a. . Field office 7 
e. Recommended by initiat- 
ing office 
ee 
9. Organizationai title ot position (if any) 10. Name of employee (Jf vacancy, specify V-1, 2, 8, or 4) 
i. Department, agency, or establishment e, Third subdivision es = 
bok os LR S eR Ab pe ROA hg a ¥ ae. eE gs  Syte us 
= Boe a ger Bee i A ee Sceiebe ere 


ade Sing ae oe 
thie tbe Bok ab Te 


d. Fourth subdivision 


a Fe, “ bBo a 
digieee GE. GER ae 


oa ek glee B 
dccalnghyers « 


e. Fifth subdivision 


my position 


‘2. This is a complete and accurate description of the duties and responsibilities of 


13. This i i a complete and accurate description of the duties and responsibilities of ‘this 
position 


(Signature of immediate supervisor) (Date) 
~~ (Signature of employee) (Date) Title: 
14, Certification by head of bureau, division, field office, or designated representative | 15. Certification by department, agency, or establishment 
(Signature) (Date) (Signature) (Date) 


Title: 


Title: 


16. Description of duties and responsibilities (See Guide to Position Classifiers, Employees, and Supervisors for the Preparation of Position Descriptions, Standard Form No. 75A) 
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